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DWR 525 (Rev. 1/09) 


	Activity

	classification: Student Assistant (E&A)
	dwr position number: 1460-4871-900
	sap position number: 50026618
	mcr: 1
	appointee: Vacant
	sap personnel no: 
	division: DFM/Flood Projects Office
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R11
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Noel Lerner
	SUPERVISOR'S CLASS: Principal Engineer, W.R.
	PERCENT OF TIME: 









40%



30%



20%




10%
	activity: POSITION SUMMARY:
Under close supervision of the Chief of the Flood Projects Office and in a trainee capacity, the Student Assistant will assist various Branches within the Office preparing and reviewing engineering reports detailing the eligible reimbursements of local agency claims.  

ESSENTIAL FUNCTIONS:
This position requires the incumbent to work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific duties are as follows:

Assist Office Chief with reviewing various feasibility studies, engineering reports, Scope of Work submitted for signature or approval ensuring that all guidelines are met under Proposition 13, 84 and IE are adhered to and implemented under authority of Sections 8361 and 12878 of Water Code.  

Assist with review of claims submitted by local agencies and provide documentation if claims are eligible for payment by guidelines of Proposition 13, 84 and IE.   May be asked to submit payments or invoices to DWR Fiscal Services Office.  This may require driving a vehicle on public roadways.

Assist program managers with tracking the progress of the flood control projects to ensure any changes in project scope do not affect the State's cost-share determination.  Assist in tracking federal credits and project budgets to ensure sufficient funds are available for all Branch projects by preparing and/or maintaining excel spreadsheets.   

Assist various Branches with maintaining the Office project database and create reports by using Microsoft Access and Excel.

SPECIAL REQUIREMENTS
Possession of a valid California driver’s license is required.

	supervisor's name: Noel Lerner
	employee's name: 
	personnel analyst: Amanda Jack
	personnel date: 10/31/11


